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INSTRUCTIONS: 	Please read carefully before completing this application
1. For information about the use and assignment of University spaces refer to the Space Management Policy, located on the University website: http://policies.swinburne.edu.au/ppdonline/showdoc.aspx?recnum=POL/2008/6
A fact sheet is also available at the Room Management link on the Timetable webpage at http://www.swinburne.edu.au/corporate/registrar/timetable/office/webroom/roommgmt.htm   
2. This form must be submitted in support of any applications for space changes (forms STR10, STR11) where there will be associated costs (in relation to additional power, data, refurbishment etc).
3. This form is only for projects with a total project cost of less than $275,000. For projects with a budget in excess of $275,000k please meet with the Director, FSG to discuss before proceeding with any application.
4. [bookmark: OLE_LINK1]Following submission, a FSG Project Officer will be in contact with you to discuss the job and arrange an inspection of the site.
5. A scope of works with cost estimates will be forwarded to you for authorisation signature prior to commencing any works.
6. Please note that your department will be charged for any costs incurred in the preparation of preliminary design and cost estimates regardless of whether the project proceeds to construction.
7. This form should be forwarded by with the relevant Level 1 authorisation to the relevant DVC for endorsement (see Section C below)
8. Once signed by the DVC the form should be mailed to Facilities and Services, Major Projects, H36 or emailed to dgreenslade@swin.edu.au. 
	
	SECTION A 	Applicant details

	FACULTY/SCHOOL/UNIT
	
	CHANGE REQUESTED 
	   Relocation	Additional Space	Reduced Space

	SURNAME
	
	FIRSTNAME
	

	POSITION
	
	EMAIL
	

	SECTION B	Rationale and description of works 

	A	Campus where work is required: 
	

	B	Building where work is required:
	

	C	Room/s No. where work is required:
	

	D	Identification of ongoing costs associated with the project:
	

	E	Brief description of works including proposed date for work:  
	

	F	Additional EFTSL/SCH’s the proposed works will generate, including evidence of demand:
	

	G	Additional staff accommodation and/or research capacity the proposed works will generate:
	

	H	Return on investment:
	

	I	Alignment of proposed works with the University Plans / Strategic Direction:
	

	J	Account details.
Account code below must be provided. This will be charged if any consultancy work is required to obtain an estimate.
	
	
	
	
	
	
	
	
	
	
	
	




Please note, that for project management purposes, FSG may require you to establish a separate account specifically for the project should it go ahead.

	SECTION C	Authorisation and endorsement (see levels below)

	Authorisation - LEVEL 1
	Endorsement - LEVEL 2

	Name
	
	Name
	

	Title 
	
	Title 
	

	Signature
	
	Signature
	

	Date
	
	Date
	



	Authorisations:
	Corporate projects
	TAFE projects
	Higher Ed projects

	Level 1
	Associate Director
	Executive Director
	Dean

	Level 2
	VP or DVC
	DVC (TAFE)
	DVC (A)



	SECTION D	To be completed by FSG

	Date Application Received
	
	Date Outcome Notified
	

	Approved/Not Approved
	

	Explanation if Not Approved
	

	[bookmark: _GoBack]Signed Assoc Director, Manager (Major Projects)
	

	Signed Director, Facilities and Services Group
	



The material in this document is subject to alteration or amendment without notice by Swinburne.
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